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Duti es Summary:

Supervi ses and participates in planning and performng | ayout,
and operating various machines in performng col d-type conposition
of a variety of continuously different materials to be printed on
an of fset press; and perforns other duties as required.

Di sti ngui shing Characteristics:

This class reflects the working supervisor in the skilled
performance of typographi cal composition and | ayout of a variety
of materials, including booklets, panphlets, reports, standard
fornms, technical manuals and guides, directories and pronotional
materials. The operation of various nmachi nes used in cold-type
conposi tion, producing display type, reducing or enlarging
conpositions and illustrations, producing canera-ready copy, and
ot her processes is involved.

A position in this class is located in an organi zati onal
segnment concerned with the preparation, reproduction and
distribution of publications and materials for a | arge departnent.
It is under the general supervision of a supervisor in charge of
graphics, and is responsible for typesetting and the |ayout and
paste-up of materials for printing.

Exanpl es of Duti es:

Assi gns conposition work to one or nore subordinates; directs
and reviews work flow, production, accuracy and quality of
typesetting produced and all other related graphic duties;
consults with artists and requestors of printing, and recomends
| ayout, type styles, arrangenent and other elenents for proper
t ypogr aphy; designs fornms, and does | ayouts and paste-ups of
brochures, newsletters, reports, etc., for canera-ready copy to be
used in printing; determ nes and selects the nost suitable sizes
and type faces based on legibility, appropriateness, harnony in
effect and sufficient contrast for attractiveness; determ nes the
unit vertical and horizontal spacing to provide the required width
and height; determ nes the placenent and spaci ng of indentations,
headi ngs, paragraphs and footnotes; sets-up and operates machi nes
for phototypesetting and processing; proofreads and checks the
copy, dates, statistics, tables and contents; operates equi pnent
to produce display type in a variety of styles; orders supplies
and materials; conpiles work statistics; may assign and direct the
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wor k of hel pers or clerical assistants.

Knowl edge and Abilities Required:

Knowl edge of: Methods and practices of col d-type conposition;
various tools, instrunments and equi pnent used in col d-type
conposition; printing terns and neasurenents; nethods and
procedures in preparation of line copy for printing; principles
and practices of supervision.

Ability to: Assign, direct and review the work of others;
eval uate work performance; plan, |ayout and set-up copy for a
variety of printed materials; care for and operate conposing
machi nes, and ot her nmachi nes used in the work; make arithnetical
conput ati ons; scale copies and illustrations in preparing |ayout;
deal effectively with artists and requestors of printing, and
advi ses on proper conposition.
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